
Sports Information Communications Specialist (Pool) 

Review: June 21, 2017 

(Job #17-55) Public Affairs/Communications Specialist I, Sports Information Communications Specialist 
(Pool), $16.86-27.35/hour. Appointments are typically made at the beginning of the salary range. The Athlet-

ics Department is creating a pool of temporary, intermittent hourly employees who are available to work on an as-

needed basis in the classification of Public Affairs Communication Specialist 1. 

 

Position Summary: 

Under the lead oversight of the Assistant Athletic Director of Communications, this position performs varied com-

munication assignments related to public affairs, media relations, publications and athletic marketing. The special-

ist develops, plans and executes media relations campaigns for assigned sports and coordinates media-related event 

management. The specialist works to complete projects related to media guide publications and social media cam-

paigns. 

 

Duties: Will be responsible for, but not limited to, the following duties: 

¶ Develop, plan and execute media relations strategy for athletics program and maintain its consistency with 

university policies and ideals. 

¶ Event-management related to media relations for sports as assigned. 

¶ Develop and maintain the media relations campaign for electronic and print media for assigned sports and the 

Student Athletic Advisory Committee. This includes publications, press releases and videos. 

¶ Direct volunteers, interns, student assistant and event staff, coordinating statistical reporting, post-game inter-

views and producing game-day publications/handouts. 

¶ Assist Assistant AD, Communications with event management as needed. 

¶ Coordinate scoreboard mechanics in Lumberjack Arena and Redwood Bowl as needed. 

¶ Prepare Media Guides which includes Team Rosters, Player Biographies, Team Records, Opponents Notes, 

All-Time Rosters, Year-by-Year Results as well as other media publications that may be needed. 

¶ Coordinate social media campaigns. 

¶ Other media-related duties as assigned. 

 

Minimum Qualifications: 

Education & Experience: Bachelor's degree in public relations or a related communications field and two years of 

experience in an office/business setting working on sports information, public relations or a related field (internship 

experience considered). 

 

Knowledge, Skills & Abilities: 

Sports statistical program Statcrew; solid foundation in grammar, spelling and the composition of various commu-

nication vehicles; fundamentals of public affairs and media relations; computer software applications 

including word processing, spreadsheets, data management and Adobe Creative Suite; interview techniques; effec-

tive verbal and written communication skills; story development and journalistic writing skills; advanced editorial 

skills; effectively use web technology to achieve communication goals; ability to communicate effectively with a 

diverse population; must be able to work in a multi-task, fast-paced environment and meet multiple deadlines. 

 

Preferred Qualifications: 

Experience with photography; knowledge of applicable University and National Collegiate Athletic Association 

infrastructure, policies and procedures. Environment/Physical/Special: Typical office environment majority of time 

(50%), evening work for specific games (20%) with some outdoor work (30%) dependent upon the specific in-

season sports schedule. Sitting for prolonged periods; some light-to-moderate lifting/event preparation is necessary. 

Requires night and weekends as dictated by sports schedules. 
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Publication Date: June 7, 2017  

Application Procedure: Please note that Humboldt State University now requires application materials to 

be submitted electronically. If assistance is needed, the Human Resources & Academic Personnel Services office 

(located in Siemens Hall room 212) has a computer station available and our front office team would be happy to 

assist you.��Qualified applicants should submit electronically the following materials: 

 

¶ Letter of Interest; 

¶ HSU Employment Application; 

¶ Resume or Curriculum Vitae; 

¶ Contact information for at least three professional references  

 

Submission of the application materials should be sent as email attachments to careers@humboldt.edu.  

 

Please include your last name and the job # (17-55) in the subject line of the email. 

 

Application Deadline: This position is open until filled. The first review of applications will be Wednesday 

June 21, 2017. 
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